State of California

DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 2210-1139-002 50001868 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant TBD O&M - Oroville Field Division- Administration
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
4
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Katherine Gould Administrative Officer Il
APPROVED BY (Personnel Analyst's Name) DATE
MAlcantar 12/19/2011
P eg_c;j%rg of Activity
POSITION SUMMARY: Under general direction of the Administrative Officer I, works independently
performing clerical functions of a complex nature for the field division.
ESSENTIAL FUNCTIONS: This position requires that the incumbent work cooperatively with others;
maintain regular, consistent, predictable attendance; and exercise good judgment. The incumbent
is expected to consistently exercise a high degree of initiative, independence and originality.
Ability to work well with other people (and various personalities), deal effectively with the public,
and accept changes in priorities, based on operational needs. This position requires particular
attention to detail and sensitive contact with employees and the public in regards to personnel and
related matters. Good judgment and the ability to communicate effectively with Headquarters' staff
offices, field division management/supervisory staff and employees is of primary importance in
discharging above duties. Must exercise a high degree of initiative and independent judgment in
performing assigned tasks and maintain confidentiality of all personnel matters. The position
requires good clerical skill as well as mature judgement, initiative and tact. The incumbent must
have knowledge of the provisions and interpretation of Bargaining Unit Contracts (MOUs) regarding
time and attendance, business and travel expenses, training, etc. The specific essential duties are
as follows:
45% Prepare and edit memoranda, letters, reports, forms of a confidential and complex nature for all of
Civil Maintenance and Plant Maintenance Branch staff using Microsoft Word, Excel, Outlook, Adobe
Acrobat, and other software programs, These documents can include but are not limited to:
reports of herbicide usage, vehicle accident reports, employee injury reports, create spreadsheets
for tracking purposes and A&D's. Checks outgoing correspondence for correct surnaming,
enclosures, format, grammar, punctuation and routing utilizing the Department's Correspondence
Procedures Manual. Travel throughout the field division will be required.
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'S SIGNATURE DATE
Katherine Gould >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 2210-1139-002 50001868 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant TBD O&M - Oroville Field Division- Administration
PerT(;%rg oF Activity
35% As Lead Time Recorder for Oroville Field Division, evaluate monthly time statements in SAP to
ensure hours are posted timely and accurately; review discrepancies related to posting of
attendance types, labor hours, work week schedules, payroll and/or leave balances and accruals;
work with Payroll and Benefits staff to resolve issues. Input necessary corrections/adjustments in
SAP time module and assist supervisors with proper posting of labor hours.
15% Creates, maintains, and generates computer printed revolving fund warrants, and daily logs using
SAP Check Processor for the Oroville Field Division.
5% Maintains radio contact via Civil Maintenance base station with all Mobile Units and Security within

Field Division, including Beckwourth Sub-Center.

SPECIAL REQUIREMENTS:

Strength and ability to move up to 25 pounds. Must be able to sit at a desk, typewriter, and/or
computer for extended periods of time; must be able to operate office machines, which include
typewriter, computer, 10-key calculator, FAX, and copy machine. Standing for lengthy periods of
time may be required while filing, using copier, or sorting and collating papers. Must be able to
bend, stoop, stretch, kneel, as required to perform daily job routines. The ability to access and/or
egress buildings throughout the field division, without difficulty, is required.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.

A California driver's license is required to travel within the Oroville facilities and Sacramento
Headquarters.
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	activity: POSITION SUMMARY:  Under general direction of the Administrative Officer I, works independently performing clerical functions of a complex nature for the field division.

ESSENTIAL FUNCTIONS: This position requires that the incumbent work cooperatively with others; maintain regular, consistent, predictable attendance; and exercise good judgment. The incumbent is expected to consistently exercise a high degree of initiative, independence and originality.  Ability to work well with other people (and various personalities), deal effectively with the public, and accept changes in priorities, based on operational needs.  This position requires particular attention to detail and sensitive contact with employees and the public in regards to personnel and related matters.  Good judgment and the ability to communicate effectively with Headquarters' staff offices, field division management/supervisory staff and employees is of primary importance in discharging above duties.  Must exercise a high degree of initiative and independent judgment in performing assigned tasks and maintain confidentiality of all personnel matters.  The position requires good clerical skill as well as mature judgement, initiative and tact. The incumbent  must have knowledge of the provisions and interpretation of Bargaining Unit Contracts (MOUs) regarding time and attendance, business and travel expenses, training, etc.  The specific essential duties are as follows:

Prepare and edit memoranda, letters, reports, forms of a confidential and complex nature for all of Civil Maintenance and Plant Maintenance Branch staff using Microsoft Word, Excel, Outlook, Adobe Acrobat, and other software programs, These documents can include but are not limited to:  reports of herbicide usage, vehicle accident reports, employee injury reports,  create spreadsheets for tracking purposes and A&D's.  Checks outgoing correspondence for correct surnaming, enclosures, format, grammar, punctuation and routing utilizing the Department's Correspondence Procedures Manual.  Travel throughout the field division will be required.
	classification: Office Technician (Typing) 
	appointee: Vacant
	dwr position number: 2210-1139-002
	sap personnel no: TBD 
	sap position number: 50001868
	division: O&M - Oroville Field Division- Administration
	mcr: 1
	percent 2: 35%
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5%
 
	activity2: As Lead Time Recorder for Oroville Field Division, evaluate monthly time statements in SAP to ensure hours are posted timely and accurately; review discrepancies related to posting of attendance types, labor hours, work week schedules, payroll and/or leave balances and accruals; work with Payroll and Benefits staff to resolve issues.  Input necessary corrections/adjustments in SAP time module and assist supervisors with proper posting of labor hours.

Creates, maintains, and generates computer printed revolving fund warrants, and daily logs using SAP Check Processor for the Oroville Field Division.

Maintains radio contact via Civil Maintenance base station with all Mobile Units and Security within Field Division, including Beckwourth Sub-Center.

 SPECIAL REQUIREMENTS:
Strength and ability to move up to 25 pounds.  Must be able to sit at a desk, typewriter, and/or computer for extended periods of time; must be able to operate office machines, which include typewriter, computer, 10-key calculator, FAX, and copy machine.  Standing for lengthy periods of time may be required while filing, using copier, or sorting and collating papers.  Must be able to  bend, stoop, stretch, kneel, as required to perform daily job routines. The ability to access and/or egress buildings throughout the field division, without difficulty, is required.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

A California driver's license is required to travel within the Oroville facilities and Sacramento Headquarters.
	supervisor name: Katherine Gould
	employee name: Vacant


